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Overview

Thismanualprovides basic instructions for the most common ta&gplicants andNCDOT &iewers
will perform on the Connect NCD®Ermitssite:

1 Creating and submitting an encroachment
1 AddingUpdating document(s) in your submissions
9 Creating notifications, alerts and filters

More detailed resources are available in the Encroachment Submissions Help section of Connect NCDOT
at https://connect.ncdot.gov/municipalities/Utilities/Pages/help.aspx

Applicant Role vs. Reviewer Role

The instructions in this manual apply to both the Applicant and the Reviewer roles. They arehsid
as two entirely different functions in thRermitssite.

TheApplicant Roles used by vendors and applicants to createeaeroachment Submissiamd
monitor the status of past and curreincroachment SubmissianAll content created on thBermits
aA0S A& ALISOATAO (2 GKS LI AOFYydEQ&a b/ L5® £t adz

While discouraged, it should be noted that when an NCDOT employee uploads an encroachment, the
system is designed to send automatic emails to the applicanthi$ case, only the NCDOT employee

will be notified of any changes. Therefore, the NCDOT employee must notify and/or otherwise
communicate with the submitter separately.

TheReviewer Rolés where NCDOT District Engineers or other designd@@OEnployees make
encroachment additions and/or changes that applicants can view.

Purpose
The NCDOWRermitssite was created for the following reasons:

1 Reduce review time between the Applicant&aNCDOT.

91 Provide electronic submittal and exchangemmicroachment Submissialocumenation (e.g.
Agreement Form, Plans, Cover Lett@nd other supporting documentation as appropripte

1 Track encroachment submittaltatewide with abilitiespecific touser interests, such as by

District office, or by Central Utility office encroachments

The Applicant and NCDOT can review and monitor the status@f@nachment.

Monitor the length of time that an encroachment is handled by eaffice.

Maintain consistency withthe statewide encroachment numbering system.

Promote ewvironmentally friendhessby reducing hardcopies and paper waste.

Allow submitters to obtain approved encroachment permit documents after NCDOT approval.

= =4 =4 -4 A
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Encroachment Review Process
TOONBF GS 'y 9yONRBFOKYSYy(d {doYAraarzy 2y GKS /2yys8di

1 Log into the Permits sitehttps://connect.ncdot.gov/site/Permits/Pages/default.aspsing your
NCID Username and Password.

1 Create a new Encroachment Submission attaching the required documentation (e.g. Signed
Agreement, Cover Letter, Plans, Special Studies, etc.).

1 Review the email confirmation with the ageed Encroachment ID (e.g. EAIA3-19-12345).

1 Review the status of the encroachment on the Permits Dashboard.

NCDOT performs Technical Review on encroachment plans and
documents.
- Some requests require Central Office approval
- Some requests require review by other units (Geotechnical,
Hydraulics, Transportation Mobility and Safety)
- Reviewing units provides comments/guidance

on correction and return to Applicant.
- Applicant returns corrected documents to District Engineering Office.
- If acceptable, go to step 4

Applicant submits to
District Engineers
Office. District Engineers Office will
Review for Completeness per
Guidelines.

- If acceptable, go to step 3

- If unacceptable, return to
applicant with guidance on
correction. Then applicant
returns corrected documents
to District.

NCDOT approves or
rejects submission,
finalizing the process.
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Log in to thdPermitsSite
IMPORTANTTo submit encroachments to NCDOT using the Permits sitei first need aBusiness
NCID Usarame and Password.

T NCDOT employees
0 Submit theemployeeNCID into the form at
https://connect.ncdot.gov/municipalities/Utilities/Pages/help.aspx
0 When access has been granted to fhermitssite
https://connect.ncdot.qov/site/permits & 2 dzQf t NBOSA GBS |y SYIFAf y
NCDOT.

T Non-NCDOT employeedlewUser Registration
1. Create youBusines$NClDaccounthere: https://ncid.nc.gov/idmdash/#/defaul (see
Appendix A) An email will be sent to complete the NCID registration process.
2. Submit the Business NCID created in step one above into the form at
https://connect.ncdot.gov/municipalities/Utilities/Pages/help.aspx

When access has been granted to hermitssite https://connect.ncdot.gov/site/permits
82dzQf t NBOSAGS +y SYFAf y208AFAOLIGAZ2Y FTNRY b/

IMPORTANTNon-NCDOT employees)When you lognto the Connect NCDOT site,
remember to type NCID before your username (e.gNCIDyourusername).

There arghree (3) methods that can be useh access thé&ermitssite:

Method 1
1. Accesshe NCDOT Connect sitbitps://connect.ncdot.qgov
2. SelectSign Inand typePermitsin the search bar
3. SelectPermitsfrom the list of available sites

L Team Site Users: Sign in Here

You are not signed in.

Please sign in to your account . If yd -
please click the 'Get An Account' bu Your Team Sites

OEE=TEN O =

Division 5

e Permits

Driveway Permits
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Method 2
1. Access the Utilities Encroachments page:
https://connect.ncdot.gov/municipalities/Utilities/Pages/Encroachmekgreements.aspx
2. Select thd_ogn button

Connect NCDOT

BUSINESS PARTNER RESOURCES — FImE oHED O TEREE L HElaT

Doing Business  Bidding & Letting Projects Resources = Local Governments

Bridge Reuse  Interagency Leadership = Local Projects  Planning =~ School Transportation = State Airport Aid ~ State Street-Aid (Powell Bill) BT

Permits Help
Tools and Help Content for Permits

A » Connect NCDOT B Local Govemments B Utilities » Permits Help

External Users — Create a Business NCID Webinars

New External Users will need a BUSINESS NCID to access Connect NCDOT sites. An Driveway Permit Submission Process
individual NCID will not work properly for access to Connect NCDOT sites. Follow these steps 18

create your Business NCID and access to the Permits site. Encroachment Submission Process

1. Click this link to create your Business NCID: https://ncid.nc.gov/ncidsspr/

2. An NCID confirmation email will be received. Follow the link in the email to complete the
NCID registration process. This involves logging into NCID with your Business NCID
username and password and answering your security questions.

Important: Make sure that Steps 1 and 2 have been completed prior to submitting

the Request Permits Access form. Help Guides
External Users - Request Access to the Permits Site He“*" Online Encroachment Search
clp
Once your BUSINESS NCID has been created, and you have completed the registration COVID-19 Workforce Safety Planfor [
process, enter your NCID information in the form below to request access to the Connect Encroachment Activities
NCDOT Permits site.
COVID-19 Workforce Safety Plan for  [Ed

Utility Relocation

Method 3
1. EnterPermitsin the search bar on any Connect NCDOT page


https://connect.ncdot.gov/municipalities/Utilities/Pages/Encroachment-Agreements.aspx
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2. Locate and sele®ermitsin the list

Connect NCDOT

5 . s
BUSINESS PARTNER RESOURCES o R LR SIEAD

Doing Business  Bidding & Letting  Projects  Resources  Local Govel 1 nts permits

Search Results

H 4 Connect Test Search # Search Results

Result type - permits

Excel (9,970)

PDF (48,903)
Relevance o
PowerPoint (239

Web page (4,583) 2
Word (26,537)

Zip (117)
show more
[# Z001a__ Permits Cover_without Permits
Author - PROJECT SPECIAL PROVISION (10-18-95) Z-1a PERMITS The Contractor’s attention is directed to the
System Account (8,974) following permits , which _..
Lawrence D. Bauder
(4,423)

Bentley Systems

) k1 Services Offered (PSA-10)
Incorporated (3,479) =

NCDOT (3,363) are five methods by which single trip permits may be obtained from the Central Permit Office ... directly
Hydraulics Unit (2,478) by telephone to the Central Permit Office at 1-888-574-6683 or (919) 814-3700 ...
show more




NCDOT Encroachment Submissions User Guide

Submit a New Encroachment

To submit a new encroachment, do the following:
1. SelectSubmit NewPermit(green buttonon righ{ from the Permits Home page.

Permits - Permits Home

# » Gonnect NGDOT » Permits

e Pe

Bonds, Plan Requiremer
District Office

Permits Dashboard

Select a tab below fo filter by current status for an Encroachment or Driveway Permit. To view/edit an Encroachment or Driveway Permit, highlight to select.

[NV BV Appicant | Approved | Denied | Withdrawn | Al

show| 10 v entries Search:
Permit Applicant Date Submitted ~ *  Route County
£051-092-19-001 DOT 04/1812019 SR1200 Wake
DOT 05/0112019 5R1200 Moore
DoT 05/01/2019 us1s Moore
DoT 0510112019 SR1200 Woore
DOT 08/2412019 SR2131 Wake
DoT 06/2412019 SR2131 Wake
DOT 0172112020 SR1852 Brunswick
DoT 03/03/2020 Us421 New Hanover
DoT 03/0312020 SR1472 Brunswick
£ 0-00002 DoT 04/1512020 SR1103 Forsyth
Permit Applicant Date Submitted Route county
Showing 1 to 10 of 24 entries Previous ‘T‘ 23 Next

Submit New Permit

Employee Directory
‘Staff contacts for Utities Unit

Contact Form

For questions & feedback about
this area of Gonnect NCDOT,
contact Utiities Unit.

2. SelectEncroachmenas the type of permit for which you are applying.

Select the type of permit for which you are applying:

Driveway Permit < Encroachment >

Cancel

3. Using the table below,amplete the input form. Fields denoted with an asterisk (*) are

required.

Field Name

Description

Project ID

Submitter defined information.

County*

In which the encroachment is located. An encroachment must be
limited to only one county for proper routing to the correct District
9YIAYSSNDa 2FFAOS F2NJ LINPOSaa)

Agreement*

Specify appropriate encroachment agraent form to be submitted.
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Submitter

CKS adoOoYAGGUSNDAE ONBRSYGALf &aK3
user access.

2" Party*

The owner or maintainer of the facility to be installed in NCDOT rig
of way.

39 Party

Optional based on form type. Tkecond party becomes an
intermediate owner/maintainer and generally will be the entity
responsible for the construction. The third party is the eventual
owner/maintainer of the installed facility.

Routes*

Enter all applicable NCDOT routes affected byinistallation (e.g.
US70, US401, NC50, SR1005, etc. Use SR0000 only for new
installations located along roads which have not yet been assigneq
number by NCDOT.

Local Road Name

e.g. Main Street, Glenwood Ave.

Location*

Brief description ofocation to assist in finding the location of the
installation relative to other nearby highways or other common
features.

Contact Person*

Prepopulates based on the Submitter NCID

Contact Phone*

Prepopulates based on the Submitter NCID

Contact Email*

Prepopulates based on the Submitter NCID

Notify Email

Send a notification email to the email address specified when the
application is returned, permit approved, permit denied, or permit
withdrawn. Separate multiple email addresses with a semicolon.

Design Engineering Contac

If different from the primary Contact Person.

Submitter Comments

Additional information as appropriate

Slect aCounty from the dropdown list Thelink to theNCDOT Directory for Highway Divisions appears.
Provided are theontacts for that specifiDivisionin the event there are any questions.

Project ID

Agreement *

Routes *

documentation

When construction or utility installation is proposed within the limits of NCDOT right-of-way, an encroachment agreement is required. Use this online form to submit a new encroachment agreement and include all needed forms and

oT @

Identify the party entering into agreement with NCDOT on a two party contract; the owner or maintainer of the facility. (For a three party contract, this field should identify the installer of the facility.)

Enter routes without spaces or dashes, e.g. SR1234 or US1. Enter SRO000 for missing or non-system routes

Read the Utility Encroachment Agreement Form Requirements before beginning,

@




NCDOT Encroachment Submissions User Guide

Select the desiredgreementfrom the dropdown list.If anAgreementof 16.6 or 16.6A (ThreRarty
Utility) is selected, an additional field label@@ Partyis displayed.

IMPORTANTWork covered by an existinglanketEncroachment(previouslyapproved by the

Utilities Unit), can be submittedand managedhrough this site. It is recommended that copy of that
blanket agreements alsosubmitted in the sie as an easy reference for NCDOT reviewknsthis

proposed work to be done Maps or drawings showing the location and extent of work to be done
should be submittedwithin the Encroachment Submissidior approvalby the District Engineer A

letter of concurrence(as a form of permissionfrom the Dstrict Engineer must be received by the

utility before commencing the workor Blanket Encroachments involving trenching, plowédand

Cable TV installations under blanket encroachments (Forms 16.3, 1634 18.4) A letter from the
District Engineer is not required for utility service taps and aerial utility crossings and taps (Forms 16.5
and 16.5A)

When construction or utility installation is proposed within the limits of NCDOT right-of-way, an encroachment agreement is required. Use this online form to submit a new encroachment agreement and include all needed forms and

documentation. Read the Utility Encroachment Agreement Form Requirements before beginning.

Project ID [ nte identifier for this mroiect if auailahle

County *

Wake - @ Division 5 Contacts

oreement
Agreement *
16.6 - Three-Party, Utility (Non-C/iA) =

Submitter DoT e

icant, Please read instructions below

Search App
2nd Party*
Verizon
Identify the party en into agreement with NCDOT on a two party contract; the owner or maintainer of the facility. (For a three party contract, this field should identify the installer of the facility.)
Third Parly (f applicable)
3rd Party*
Lamberts Cable Splicing, LLd

Routes *

@

Enter routes without spaces or dashes, e.g. SR1234 or US1. Enter SR00Q0 for missing or non-system routes.

Specify the Route(s) associated with this encroachment. When searchiegtlee desired route or

numeric identifier in the search bar without hyphens or spaces (e.g. 140, US64, NC8, SR2600, or 1234).
The list of available routes within treunty will be displayed. Select thesiredroute from the list. If

multiple routes are involved, perform theearch again and select from the list. To search for a specific
route or roadway using ArcGIS, select the location button.

10
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Routes *

SR1002X  SR1003 X

Enter routes without spaces or dashes, e.g. SR1234 or US1. Enter SR0000 for missing or N0

B Seve ~ ©® Share & Print » | ® Directions & Meesyf6 [l Bookmarks | & | Alsmence County, NC, USA Preacher Holmes R X |Q

Southwick
Golf

Enter theLocationdetails as to where the installation will occure Bescriptive as possinl To display
anexample of a location description hover over the question mark.

Location® 0 /

Exampie of 5 longitudinal installsfion location deseriplion:

Beginning approximately 700 feet west of the intersection of Ancroft Ave and SR 1171 (Riddle Rd)

south side of SR 1171 (Riddle Rd) for approximately 2600 feat, crossing SR 1171 (Riddle Rd) at SR 1945 (S Alston Ave) and

continuing east along the north side of SR 1171 (Riddle Rd) for approximatedy 1150 feet, crossing SR 1173 (Elis. Rd) and

Contact Person

" continuing north along the east side of SR 1173 (Ellis Rd) for approzdmately 800 feet. and ferminating at the intersecfion of SR
Contact Person

. . 1173 {Bli=s Rd d SR 1840 [Glower Rd).
Brian W. Oliph it d L

TheContactsection will prefill based on your NCID login credentials. The Contactafmallontact
Phonecan be edited if desiredin the event another individual(syould like toreceive an email
notificationwhen the encroachment is approved, denied, or withdrawn, enter the eataifess(esh
the Notify Emailfield. Separate each email address with a semicolon.

IMPORTANT: Please verify that the email addressyes) are providings accurate.

11
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Contact Person *
Brian W. Oliphant

Contact Phone *
019-707-2304

Liiple emails may De Specmedc EE;.'-.'-"EIE email addresses with semicolons
Contact Email *
bwoliphant@ncdot.gov

ultiple emails may be specified. Separate email addresses with semicolons

MNetify Email
notifyme@myemail.com

Select the signature authorization check liodicatingyou are authorized to submit an encroachment
on behalf of the 2 Party to NCDOT.

|:| By checking this box you are certifying that you are authorized by the 2nd party on
the attached encroachment agreement to submit encroachment requests on that
party's behalf. You are also certifying that the individual who signed the attached
encroachment agreement is authorized by the 2nd party on that agreement to sign
encroachment requests on that party's behalf.

4. SelectAttach Documentdo continue. A panel will display that will allow you to attach all
supporting documentation (e.g. Cover Lett8igned Agreemer{see instructions for properly
submitted agreement form)Plansengineering calculations, reports, étc.Use thdJpload
option or dragand-drop each file using Windows Exploieto the upload panel (red box
highlighted below. Only PIF documents will be allowetdlvhen all documentation has been
attached, selecFinishto continue

12
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E051-092-21-00004

T" Next Action District
- ,,—’] Parmits Location .25 miles south of SR2707
l Ind Party Lennar Carolinas, LLC
Agreement 16.1 - Two-Party, Utility, Primary and

Secondary Highways (Mon-C/A)
Design Engineering Contact
DOT Reviewers
New DOT Comments

View All Properties
Edit Properties

Please attach all supporting documentation in PDF format (e.g. Signed Ag ent, Plans) using Upload, or drag-and-drop each file from your

desktop. When all files have been uploaded, select FINISH to continue.

FINISH

Naming Encroachment

Mew T Upload = Sync v . Submission
@ - =~ Convention
Help
v ) Name Modified By Modified Created Utility Type ID

Drrag files here to upload

The following message is displayed indicating that the encroachment has been successfully submitted to
the NCDODistrict Office SelecCloseto return to the PermitsHome page.

Thank you

Encroachment successfully submitted! You should receive a confirmation Email with a link to your submission.

CLOSE

In addition, @ email confirmation will beent from NCDOihdicating that the encroachment has been
successfully submittefbr reviewto the NCDO™ District Office This email contains a link to the
Encroachment Samissionfor future reference and/or correspondence withe NCDO™District Office

13
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Hello Brian W. Oliphant,

Your encroachment application has been received by the NCDOT. It will be reviewed in a timely
manner. Please refer to E051-092-21-00004 on future correspondence. If additional information is
required, you will receive a separate notification.

If you have any questions or need further assistance, please contact the Division 05 — District 1 office
at 919-733-3213.

Thank you

PermitsDashboard

Once an encroachment is submitte@lNCDO Tlthe Applicanttan determinghe current status of an
encroachment or view previously approved, denied, or withdrawn encroachmentdduxtiag the
respective tab on th&ermitsDashboard.Each encroachment will be prefixed with the letEeunder
the Permit column on the dashboarflo view the details or documents associated with the
Encroachment Submissipselect the desired encroachmie Select theAll tab to view a list of all
Encroachment Submissisn

Permits Dashboard

Select a tab below to filter by current status for an Encroachment or Driveway Permit. To view/s an Encroachment or Driveway Permit, highlight to select.

NCDOT Review Applicant Approved Denied Withdrawn All

Show| 10 v entries Search:

Permit Applicant Date Submitted v Route County
E051-092-21-00004 DOT 02/08/2021 SR2707 Wake
E051-092-21-00001 DOT 01/20/2021 NC54 Wake
E051-092-20-00017 DOT 12/08/2020 Us1 Wake
E051-092-20-00014 DOT 09/21/2020 us1 Wake
E033-010-20-00015 DOT 09/15/2020 NC904 Brunswick
E023-054-20-00007 DOT 07/28/2020 Us258 Lenoir
E021-074-20-00010 DOT 07/14/2020 SR0O000 Pitt
E021-074-20-00011 DOT 07/14/2020 SRO000 Pitt
E021-007-20-00016 DOT 07/14/2020 SR0000 Beaufort
E022-016-20-00007 DOT 07/14/2020 SRO000 Carteret

Permit Applicant Date Submitted Route County

Showing 1 1o 10 of 74 entries Previous ‘T‘ 2 3 4 ] - 8 Next

14
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Return to Applicant

Periodically, yoas the Applicantay be asked to submit additional documentation (e.g. Signed
agreement, Environmental Studsevised plans, ettto NCDOT because thetial submission is
considered incomplete. To upload additional documentation, do the following:

1. Locatethe Applicanttab on the Permits Dashboard. Encroachments that have returned to the
applicant for additional information will be listedel8ct the encoachmentfrom the list

Permits Dashboard

Select a tab below to filter by current status for an Encroachment or Driveway Permit. To view/edit an Encroachment or Driveway
Permit, highlight to select.

NCDOT Review Applicant Approved Denied Withdrawn All

Show| 10 v entries Search:

Permit “  Applicant Date Submitted Route County
E013-094-20-00001 DOT 08/11/2020 SR1112 Washington
E051-092-21-00002 DOT 02/04/2021 SR1321 Wake
E102-060-19-00007 DOT 08/30/2019 NC27 Mecklenburg
E122-002-20-00032 DOT 03/24/2020 Use4 Alexander
E143-020-20-00001 DOT 03/24/2020 Us74 Cherokee

Permit Applicant Date Submitted Route County

Showing 1 to 5 of 5 entries Previous ‘T‘ Next

Notethe current status of thé&encroachment Submissiamd any correspondence from NCDi@the

New DOT Commenfgeld. If NCDOT has attached a document(s) for your review, it will be located

under the Document(s) View sectiof.2 R2 gy f 2 R GKS R2O0dzYSyidsz ast Soi
the documentd St SO0 G KS SbdfselecI®dwaload. X0 | I Ay X

15
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E051-092-21-00002

E051-092-21-00002

R
I‘" Next Action Applicant

West side of SR132 proximately 80 fee north on the intersection of SR1321 and SR3116 (Mills

L Permits Location
A l 2 Gap Road)
o 2nd Party Dominien Energy
Agreement 16.1 - Two-Party, Utility, Primary and Secondary Highways (Non-C/A)

Design Engineering Contact

DOT Reviewers
New DOT Comments Brian W. Oliphant ( Thu Feb 04 2021 14:21:29 GMT-0500 (Eastern Standard Time) ): Please submit a DOT Comments
signed agreement for further consideration. Thank you

View All Properties
Edit Properties

SEND BACK TO DOT

Please attach all supporting documentation in PDF format (e.g. signed Agreement, Plans) using Upload. or Drag-and-Drop

@ new 2 Upload & smne v

Find a file 0
v 00 Name Modified By Modified Created Document(s) View
-@ Test Document 10 3 Brian W. Oliphant 2/4/2021 211 PM 2/4/2021 2211 PM 899

Drag files here to upload

2. Launchwindows Exploreanddrag-and-drop each file into thé&document(s) Viewred box)
area Only PDF documents will be allow#dithin a few secondsachfile is uploaded to the
Encroachment Subission

3. To notify NCDOT that the requested document(s) has been uploaded Enttreachment
Submissiorand is subject to further reviewselectSEND BACK TIDT(blue button)

4. Enter a comment (optional) associated with the document(s) recently uploaded.

Are you sure you want to update the encroachment?

Put your comments below

The requested information has been attached. Thanks!|

CAMCEL SEND

5. SelectSendto continue orCancelo return.

16
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Edit- Encroachment SubmissieApplicant

Information on theEncroachment Submissi@an be updatedfter the initial submission (e.g.
Agreement, 2 Party, RoutesContact Phone, Contact Email, Notify Emailpwever, pur role as the
Applicantlimits you towhichtabs and fieldgan be updated. To update &ncroachment Submissipn

do the following:

1. Locatethe Applicanttab on the Permits Dashboashd select thelesiredencroachmenfrom

the list.

Permits Dashboard

to select.

Select a tab below to filter by current status for an Encroachment or Driveway Permit. To view/edit an Encroachment or Driveway Permit, highlight

Showing 1 to 6 of 6 entries

NCDCT Review Approved Denied Withdrawn All
Show 10 ~ entries Search:

Permit +  Applicant Date Submitted Route County
D082-053-21-00001 Chatlee Boat & Marine 02/02/2021 NC87 Lee
E013-094-20-00001 DOT 08/11/2020 SR1112 Washington
E051-092-21-00002 DOT 02/04/2021 SR1321 Wake
E102-060-19-00007 DoT 08/30/2019 NC27 IMecklenburg
E122-002-20-00032 DOT 03/24/2020 use4 Alexander
E143-020-20-00001 DOT 03/24/2020 us74 Cherokee

Permit Applicant Date Submitted Route County

1 ‘ Next

Previous

2. SelectEdit Propertieon the Encroachment Submissievelcome page
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3. TheEdit Encroachmenpage is displayed containing multiple tabs (e.g. Detail, Files, Contacts,
Comments Decisioh that are available foview/update. The Detail tab is displayed by default.
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